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COFERATING AN AREA REPCRTS MANAGEMENT PROGRAM

Section A. GENERAL
Purpose
This manual provides Reports Manegement Officers with basic guidance
for cperating area reporis wanagement programs. It is for use in
conjunction with the fellowing guides slso available from the Records
Managewment Staff, Managesment Staff.
2. "An Imtroduction to Reports Management" (Pamphlet).

b, BSample Office Notice Imaugurating a Reports Mamagement

Program.

¢, Sawple Office Regulation for Operating a Reports Management
Program.

Definitions

8. Report An accoumt or statement of information in written narra-
tive; tsbular, punch card, or graphic form, tramsmitted from one
organizational element to another in respomse to an expressed or
assumed need for information.

(1) Administretive or Management Report. A report that provides
Tor aamimistrative or management control over an activity or
operation, as distinguished from &n operational er intelligemce
report.

(2) Recurring Report. A report for which there is & standing
requirement Tor its submission. It may be either a geriodic
report which conveys essentially the sawme type of infermation
at prescribed imtervals (daily, weekly, monthly, etco), or a
gsituation report which is prepared om esch occurrence of an
event of certain prescribed characteristics {e.g., report of
an accident),

(3) Ome-Time Report. A special report required one time omly. A
new directive wust be issusd each tima such a report is
regquired,

(L) Feeder Report, A report which supplies data needed to prepare
another report.

(5) Volumtary Report. A repert submitted volumtarily to fill an
gasumed or known aeed for information.

(6} Intermal Report. A report submitted solely within the organiza-
tional structure covered by am area program.

(7) Externsl Report. A report required from, or prepared for,
any compoment outside the crganizatiomal structure covered by
an area program,

1
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Eequired Report (Incoming Report). A report which a component
“#quires rom one or more e ements. The report is an incowing
report to the office which requires it.

{20 vreparced te=purt (Uutgeing Report). A report which a component

srepares at, the requast of amother elsment. The report 1s an
stgoing report from ~he oft'{oe whicl prepares it.

Area Heports Maamgement Prouram. A progrem covering an Operating
OfFice Ta headouariers or a sfat cn or base in the field.

&,

2. Jeports Management Cfficer. 4m official respomsible for an ares
=DoTtH Wansgement Drograw.

i, denagewment Advisor for Hevoris. An off'icial who, under the direc-
fion of a Deptay Director, 18 resromsible for coordinating the
activity of respective arss prograns.

GEpurn Disachive.  The wr =1 pemqnirsment swd iasztructions For
making & re=port,

Reyuiring Jomponent, ‘lne cowponent wiich initiates the require-

#=nt tor a report. his derinition siso inciudes those components
Aol prepare Voitintary reporns.

f- 0 seporus Coalrol Svmbol.  sn denmtifying symbol assigned to an
ipproved requilrement for a repori.. See parsgraph 3, page 9 for
the composition and assignment of reports control symbols,

K]

f. Program Adwinistration and Scope

. l'pe Agenacy Reports Manmagement Program is cperated on a semi-
decentraiized basis. That is., it is composed of ares programs
sdministersd by Reports Managsmert Officers who are responsible
Cor controiling and tmproving intsrnal reports, amd for coor-
{inating requirements for externa! reports with a Management
Advisor for Reports. Under this comcept, Reports Management
Officers are ensured top-level sipport and staff assistance, and
irea programs are integrated ny common stanjards and obiectives.
A Managewent Advisor for Reports and the respective Reports
‘Tanagement Officers shall cowmprise m vanel to resolve reporting
oroblems of wutual comcern to cowponents under a Deputy Director.

Aitil the exception of the tvoes ¢ documenne listed in Appendix A,

moeh Ares drogram shell cover all recnrrine sdministrative or

HENAagenentT. repor Ts

{1} Submitted internally betwesn iivisions and staffs in head-
quarters, or between their counterparts in the field, or,

{2} Received frowm or submitted to other haadquarters components,
domes vic or overseas fieid instmllatioas, or organizationas,
tederal or private. outside the Azencvy,

oairols over interamal reworts ‘subritted arross orgemizational

tin=s below the division or ataff level {or field counterparts)

may be established if considered necessary to increase the effective-
M#ss Of &N area program.
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Policies
&, Report Directives., Requirements for reports and rescissions
thereof shall be stated in writing.

b. Essentiality, Reports shsll be reguired only to collect essential
Tnformation, as distinct from that which is merely interesting or
informative.

¢, Duration and Frequency. Reportimg requirements shall be conmtinued
ouly as long and submitted only as frequently ss circumstances
dictate.

d. Comsolidation. Related reports in the same subject watter
ares shall be consclidsted whenever possible,

e. Summarization, Reporte shell be summary in nature insofar
as practicable, and devoid of unmecessary detail.,

. Economical Procedures, Reportiang procedures shall be as simple
and direct as possible. Existing basic records shall be employed
a8 sources to the fullest extent, Methods of preparing and trans-
witting reports shall be the wost sconomical consistent with the
end use of the required inforwation. Reports that are self-
ldentifying shell be forwarded without tremswmittel correspondence.

g. Creation Control., The following controls shall be waintained:
(1) Esch proposal to establish or revise &n internal report shall
be approved by an Ares Reports Mansgewment Officer. Each
propossl to mstablish or revise an external repert shall be
coordinated with » Mansgewent Adviscr for Reports.

(2) Emch approved reguirement for & report shell be assigned a
reports conirol sywbol., Reports exempted from control shall
be 8o [demtified, Reports comtrol symbols or exemption state-
ments shall be cited in report directives and in reports sub-
mittesd accordingly. Parsomnel recelving a report directive
which does not cite either a reports control sywbol or an
exemption clause snall so notify their Reports Mawagement
Cfficer and deter complyimg with the directive pending
notification that the reportimg reguirement has been approved
by sppropriaste suthoritv.

(3} Existing sources of information shall be publicized through
pubiished lists of current reporting reguirewents,

h. Reappraiseis. Reporting requirements in existence at the time an
area program is established shall be reappraised at lesst anpoually
thersafter. OSubsequent naw or revised reporting requirements shall
be reappraised initially within thres to six monthes after subwission
of the first report and anwually thereafter,

3
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5. Responsibilities

A Management Advisor f'or Heports shall:

{1} Direct and coordinate area programs by providing staff
guidance and basic plans, policies, and procedures.

s~
[Xe]
S

Collaborate with requirimg ccuwponrents in developing and establish-
ing requirements for exteranl reports, and whenever practical,
coordinate such activity with components which will be responsible
for preparing reports.

{3) Reconcile disagreements over requirements for reports between
requiring and preparing compcnents. Unreconcilable issues
shall be submitted tc the Dexuty Director for a determimation,

{4} Apsign reports comtrcl symbols to approved requirements for
=xternal reports.

{5} Conduct studies and reappra‘sals of, waintain records on, and
? .
publish lists of requiremente for external reports.

(6) Serve as Chairman of the Deputy Director's Reports Management
Pan=j.

Each Repcrts Management Officer I'¢rr an area program shall:

{1} Review and approve requiremerts for internal reports, and
cagrdinate requiremerts for external reports with the Marnagement
Advisor for Reports.

{2) Assign reports comtrcl symbols to approved requirewents for in-
ternal reports.

(3) Conduct studies and reappraisals of, maintain records om, and
publish 1lists of requirements for internel reports.

(4) Serve as m voting member on the Deputy Director's Reportis
Management Panel.

Section B, REPORTS MANAGEMENT OFFICER'S RECORDS

1. BSubject-Numeric File of Case Folders

a.

Material collected during the installation phase of the program
will provide a basis for establinhing a case folder on each
reporting requirement. Thereafter these files are kept currewnt
or closed out as changes occur. A case folder should furnish
the cowplete history of a report and its current status. Each
folder should contain the followinmg in the order imdicated:

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300340001-9
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(1) Forw No. 142, Request for Approval of s New or Revised
Reporting Regquirement (Apg@ndix B}, or Form No. 521,
Report Survey (Appendix C).

(2) A specimen copy of the report (if available) or a
sanmple of the report form,

{3) A copy of each directive having & bearing on the report,
and if available, imnstructions for its preparation.

(4} Memorsandums, staff studies, surveys, data om source
records and procedures, and other waterial pertaining
to the report.

b, The label of each folder should contain the title of the
report, its reports comtrol symbel, mmd a subject-aumeric
file ipdex taken from the Handbook for Subject Filing,

HB Titles are stated with a key word Tirst so
that & Tolder may be readily idemtified. For example,
"Mouthly Report of Per Diem Allowances” would be stated
"Per Diem Allowances; Monthly Report of " A completed
folder label would appear &s follows:

ACCOUNTING 2-1 PER DIEM ALLOWANCES; MONTHLY
PER DIEM REPORT OF (COMP-Rep=-1)

Dif'ferent colored labels should be used for prepared and
required reports, HRB gives further inforwation on
the srrangement of & subject-numeric file,

Reports Reference Card, Formw No, 855 (Appendix D). This card serves
TWO malin purposes. Lt provides an alpnabetlical cross refarence to
reporting requirements according to their titles, and serves as the
bagis for preparing lists of approved reports. Additionsl informatien
other than that provided for by the headings may be kept on these cards
However, extensive postimg to them is discouraged since case folders
should fully document each reporting requirement. It is suggested

that separate card files be set up for external and internal reports,
and that the cerds for external reports be further separated according
to prepared and reguired reports.

Follow-up File. The success of & reports wanagement program depends
in large part upon a periodic reappraisal of each reporting require-
went. To schedule these reviews a Reports Mansgement Officer should
waintain & follow-up card on e=ach report.

57 x 8" or 3" % 5" cards in & verticsl file are recommended, Each
card should bear the scheduled resppraisal date, the title of the
report, its reports comtrol sywbol, &nd the subject-numeric file index
of the report. The card file should be imdexed by wonth, and within
each wonthly breskdown arranged sccording to the reappraisal date.
Cards Tor a current wonth way be separated by daily guides nuwmbered
from 1 through 31 if the number of reports justifies this arrangement.

5
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Reports Control Symbol Index. An index is needed to ensure sssignament
of reports control symbols in the correct sequence. The index also
serves as 8 cross reference by symbol. number. A vertical file of

5" x 8" or 3" x 5" cards is recommended. Each card should show the
reports control symwbol, the title of the report, its subject-numeric
file index, and the date the reports control symbol was asaigned.

Accomplishwent Records. To be in a position to report accomplish-
ments and fto develop program publicity, Reports Mamagement Officers
should draft briefs on major accomplishwents, and on projects and
surveys being undertaken. Also a reccrd of the following mctions
should be maintained:

a. The number of requests for approval of & new or revised report-
ing requirement:

{1) Reviewed amd approved (interral reports).

{2} Reviewed, approved, and subnitted to the Management
Advisor for Reports {external reports).

{3) Disapproved {internal or exlermal reports)
b. The number of internal reports revised:

{L) To provide more adequate datea

(2) To reduce paperwork

{3) PFor miscellaneous changes
¢, The number of requirements for internal reports rescinded,
d. The number of report directives developed or revised.
e¢. The number of reappraisals of reporting requirements initiated.
f. The current reports imventory by:

(1) Internal feeder reports.

{2) 1Internal reports (other than Teeder).

g. Savings (in wan hours per year) sccruing from Reports Management
activity.

h., Man hours expended om the program.

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300340001-9
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Section ¢, REVIEW AND APPFROVAL OF FPROPOSALS FOR NEW OR REVISED
REPORTING REQUIREMENTS

Submission of Requests for Approval., All proposals to establish or
revise a reporting requirement should be submitted to the appropriate
Reports Management Officer for approval. Originators should submit
the following material threough channels:

a, An original and one copy of Form No. 142, Request for Approval
of a New or Revised Reporting Requirement (Appendix B),

b, An original and ome copy (im draft form) of the proposed
report directive; and all forws, imstructiens, and procedures
propoged to be issued.

¢, Any additiomal supporting material that will assist approving
officials with their review.

'If the proposal concerns am external report, the Records Mamagement

Officer shall place his recommendatioms om a copy of the Form No., 142
subwitted to him, ard forward it with a copy of all supporting
material to his Menagement Advisor for Reports.

Reviey of Requests for Approval,

a., Purpose, The sxiom, "An ocunce of prevention is worth a pound
of cure” points up the value of a theorough review of each
reporting requirement when first proposed. It is them, rather,
than after the requirement is established, that improvements
can be wade with winimum effort and maximum savings. Naturally
there is less resistance to change st the proposal stage.
Reports Mamagement Officers will also find this an opportune
time to overcowe amy "rubber stamp comtrol" misconceptions,
and to demonstrate the benefits of reports management.

b, Deterwining the Need. The first step in reviewing a new
requirewment iz to esteablish the need for and the use of the
proposed report. If the report does not meet all the criteria
below, it should be disapproved without further analysis, To
be considered essential, the report should:

(1) Be cowmmensurate with functional authority and the intent
of delegatisps of suthority.

(2) Be timely snd useful,
{(3) Not duplicate other reporting requirements.

() Fulfill a velid need of those who will review and
evaluate its contents.

(5) Be worth its total cost., (See paragraph d, page 1h)

7
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Detailed Analysia. 1If the need :is confirmed, the propesed

requirement should then be analyved in detail as described
in "Analyzing Requirewmente Fer Administrative and Management

Reports” (Appendix E), and paragraph L4, page 11. Assure

that the following esegentials answer the need for the report:

(1)
(2)
(3)
{8)
(5)
(6)

Realistic reporting frequency.
Practical due date.

Efficient format.

Clear and zomplete written directive.
Realistic requirements for copies.

lconomical and efficient preparation and submission
nrocedures.,

it the report, or amy part of the report, is found to be
unsatisfactory, the Reports Manajzewent Officer should wake
positive suggestions for changes before the request is
approved. Aay suggestions should recommend similar changes
in the proposed requiring directive.

Analysis Aids .

(1)

(2)

(3)

Sub ject-Numeric File of Case Folders. This file should be
referred to Tirst in your analysis. It will disclose
whether the report being reviewed duplicates or is related
Lo other reports prepared o requlired by your component.

Interviews and Observations, The Repcrts Management Officer
should mot draw concluzions without discussing the proposal
with its origimator amd inveetigating how the report will be
used, Questions such az: "“What created the need for this
report?"--"What would be the consequences if you couldr't

be supplied the information?”--"How will the information be
used i"--"What records will be maintairned from the information
you will receive?” will draw out Justifications for the
report as well as additional ideas for its iwprovement.

Perscennel in offices where =he report will be prepared
should mls> be interviewed : f possible. Discussions and
observations at this level will often point up iwprove-
mentes or preparation problems cverlooked by the originator
of the proposal. Furthermere, scliciting the views of
those who will be reaponsible for preraring the report
will encourage a cooperative response to the requirewent.

Staff Guidance . Assistance on reports wanagement matters
is TurnIshed by the Managemert Advisor for Reports, Manage-
ment Staff. Advice cn forms management, record systems,
and records disposition can also be obtained simultaneously
from other branches c¢f the Records Management Staff,
Mamagement Staff.

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300340001-9
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Assigning Reports Comtrol Symbols

a, Purposes, Each reporting requirement approved by a Reports Manage-
#ant Officer is assigned s reports comtrol symbol, The symbol
identifies a requirement and indicates to activities or offices
which are to prapare the report +hat the requirement has been
approved by appropriate auvthority.

b. Composing a Reports Control Sywbol

(1) A reports control symbol is composed of a prefix to denote
the level at which the reporting requirement was reviewed
and assigned a symbol, the abbreviation "Rep" for report,
and the numerical designation of the reporting requirement.
Hence, a reports conbirol symbol assigned to &n extersal
report might sppear as; S-Rep-l. In this cese the "S" would
stand for the Managewent Advisor for Reports (Support), and
the mumber "L" would signify that this reporting requirement
was the first one to which he had sssigned a sywbol. Sub-
sequent reporting requirements assigned sywbols by him
would bear mumerical deeignations in comsecutive order;
e.g., S-Rep-2, S-Rep-3, etc.

(2) An internal feeder report should bear the same symbol as
that assigned to the baslc requirement by a Management
Advisor for Reports, except the organizational designation
of the subordinate comporent collecting the data should
also be included in the symbol prefix, e.g. 5-0L-Rep-1.
Symbols for all other internal reports should be in a
separate series for each Reports Management Officer.

The prefix should be the organizational designation of
the Reports Managewent Officer, Numerical designations
should be sssigned in comsecutive order as reporting
requirements are approved, €.&., OL-Rep-1, OL-Rep-2, etc.

¢, Where to Put the Reports Comtrol Sywbol

(1) TIn Directives, Handbooks amd Correspondence - The symbol,
: preceded by the words "Reports Gontrol oywbol," should
appear in parentheses immedistely following the first

statement of the report title.

{2) On Report Forms - The symool should appear om each new
Tecurrimg report form and on sach existing recurring
report form when it is reprimted.

Notificstiom of Action Taken on Requests for A roval, Upon com-

PIeting his review of a request, the Reports Management Officer
records his decision (snd the reports comtrol symbol, if appropriate)
on the origimal and copy of Ferm Ne. 142. The copy of Form No. 1k2,
the proposed directive, and apy supporting materiml are returned to
the origimator. The origimals of the material submitted by the
eriginator are wade a part of the Reports Management Officer'’s receords.

)
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2. Transwitting copies of Report Directives, Tomediately upon issuing

a directive which initlates, revise:, ©or rescinds a reporting require-
ment, the originator should forward a copy of the directive to the
Reports Management Officer of his cemponent, A copy of all new
directives having & bearing on external reports should also be
furnished the Msnagement Advisor for Reports by the appropriate
Reports Mamsgement Officer.

secyion . SCHEDULING AND CONDUCTING
HLAPPRATSALS OF REPORTS

1L, Purpose., A common weakness in tre reparte marsgement programs of
s0me agencles is the lack of a ‘ruil- in" mechanism for a day-to-day
reappraisal of reporta, Comsenuently. these mgencies find 1t
necessary every two years or so to conduct a "crash' survey, that is,
an ewpergency screeming of all reports throughout the agency. While
the¢se surveys produce beneTicim? results, they also disrupt office
routine by the workload they imvose ‘p a short period. Effective
reports management calls for s rontinuing resppraisal of reports,
Changing conditions must be met vromptly with appropriate changes
im reporting requirements,

7. Scheduling Reappraisals,

a. [t is difficult to state in snecific terms how frequently
reappraisals should be schediuled. However, as a mimimum:

{1} Each new or reviged reoo~t ghould be reappraised within
Prom three to six months after anhmission of the first
report and each year thereafter

7

{2} Each existing report should be reviewed annually,

b. 'The Reports Management Office:r is responsible for maintaining
a follow-up file {paragraph 7, Page 5) to ensure that re-
#ppraizals are undertaken according to an effective schedule.

in scheduling these reviews he ahsuld consfder:

(1) The meed for a re-eva_ ustinn hased om changes in
coaditions.

{2) The desirability of appraising reports according to
functional areas, subject groups, or corganizational
areas,

<
ok

The desirability of stacpering reviews throughout the
Jear to distribute the wrrklosd avenly,

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300340001-9
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c. Tt is emphasized that prepared a5 well as required reports
ghould be scheduled for review. Although the Reports Fanagement
Officer has no direct control over wost reporting require-
wents for external reports imposed on his component, he is not
regtricted from submitting recommendations to requiring offices.
Indeed, he is in the most favorabls position to recognize potential
improvements that will affect both his compoment and the re-
gquiring office. Also, he should not overlock the need for
periodically reviewing the forus, records and procedures used
in preparing reports.

3, Initieting Reappraisals.

a. Two methods of imitiating reapprasisals are open to Reports
Mansgement Officers--personal contact and submitting a
questiomnaire. The former wethod is preferred. Personal
contacht conveys a feeling of sincere interest, enmcourages
the exchange of ideas; makes possible ohservations of how
the report is processed or used, and ensures collection of
complete datla

b, Certain circumstances mey prevent initisting a reappraisal
by an interview. However, the survey should not be delayed,
for the success of your reappraisal prograw depends on the
timeliness of reviews. As & substitute for the initial
interview, submit te the regpective offices copies of Form
No. 521, Report Survey, for completion and return. Appendix G
ig a sample forw memorandum for submitting Form No. 521 to
a component, It is enphasized)the use of Form No. 521 to
initiate & reappraisal should be considered an interim weasure.
The Reports Management Officer will still find it desirable to
discuss the report with those concerned with its submission and
use, and to comduct & detailed analysis.

L, Detailed Analysiz,

a., Analysis by Type. A detailed anamlysis of each report way be
Tade in eny ome of the following ways as determined by re-
appraisal schedules:

(1) By Sub%qqﬁ - Analyze all of the reports under ome subject
olaBsitTication as & group, takiag one group at a time.
The first step will be to obtain copies of the source
records and related procedure forms used for each report
in the ares studied.

(2) By Crganizational Unit - Study all of the reports re-
guited or prepared by esch organizational unit of the
component.

(3) By Individuml Report - Amalyze esch report by itself.
onsider the nee or each item, the frequency of sub-
wission, the methods used to prepare ‘the report, and the
way in which information 1s organized and presented.
One report can be profitably snslyzed by itself when 1t
does not duplicate other reports nor tie in with a
reporting system,

A 11
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Jetermine the Nesd for Fach Report Item, Reported items
should be as Tew as necessary. FEach iTem should have a
definite use, either with respect to immediate objectives or
definitely anticipated needs. Fach item should be used cur-
rently by the recipient of the report. The analyst may be
able to take necessary items frcm one report and add them

to another, thus making Tewer reports. The fewer the reports,
the simpler the controls wiil he. The analyst can materially
aszist in eliminating conflicts by obtaining a uniform defini-
tion of items so that the nazaibility of misinterpretation is
reduced to 8 minimum. Tha analysis o each report requires a
study of all related informa-ion avaiiable., In waking such
analyses, the analyst should-

{1} Obtain related reports T'rom the cagse f{lag, Analyze
811 rejated reports {tem by ‘item. entering such items
on the werksheet illustratesd in Appendix F. Point up
areas of duplicatiorn and mave recomendations for
rongolidating the reparts,

{2} Determine tha need for »ach item by nbtaining accurate
answers to the follewing quastiors:

{4) I3 each item under the urisdintion of the requiring
ot e

(hj 1s each item required i'rr sn estahlished objective?
Why?

[¢}) “ould the imformstion in any item be obtained from
iny other scures? fn s me other manner ?

(d} iz the i1tem ms statsd capaols of misinterpretntion?
Dould it be stated more simply?

(2} van the informatine he namd for Athep purposes (other
han the established obisctive)? Are there other
potential users of -he iaformation?

(L) if activities or ofi{ices repeatedly have nothing to

report, 1is tae renort gt41° necessary? Tf the report
2 still necesssrv., should the activitiea be reguired
D submit a 'megative' report, or submit no repert at
4117 T & negative report must be received, caw.a
wingle statement, "Thig s m negative report,' be
vlaced on the report fo-m and submitted on the due
date, in iieu of rompleting everv item on the periodic
reporL?

(g} Are memorandums of tranamittal being used unnecessarily?
The revort form itself should be designed to include all
ascessary mailing and rouvting information without requir-
‘ng transmittal corraspondence
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¢, Determine the Proper Level snd Flow in the Reporting Pattern

(1) fThe reporting pattern is the established path along which
information flows through sa organizatiomal unit. The
reporting pattern should follew the pattern of orgeniza-
tion and command, with information beaing summarized at
various points where decisiems are made or where responsi-
bility is placed.

(2) An anslysis of the reporting pattern may point out defects
in the pattern of organizatiom or in the operations of
individuals, which should be raferred to preper authorities
for action. The reportimg of detailed information to the
very top level im am orgsnization should be given careful
scrutiny and an endeavor wade to stop urnmecessary detailed
reporting.

(3) Details should be confimed to the level where decisions
are made or responsibility placed., Each report should fit
into & complete picture and should be a logical part of
that picture. Reported information should follow the lines
of delegated authority but should not flow to levels higher
than those at which decisioms sre made on the basis of the
information. Good admimistration includes delegating
authority to make decisicns at levels where actual operations
are carried out; good reporting stops detailed information
at those ssme laveis. A reéport should contain only informa-
tion which is necessary for the recipiesat; it should not
contain everything the preparimg activity needs to know
for its actual operaticns. The employees whose activities
are covered by & report should be the first to see the
report. Reporting systems should be flexible to allow
for improvements based on operations.

{4) The analyst should cbtmin s genersl knowledge of how the
operator conducts his business and the aims of his programs.
To determine proper level cbtain sccurate answers to the
follewing questions:

() What is the reporting pattern of the requiring
office? Does this report Tit into that pattern?

{b) Do decisions made at this level require all of the
information reported?

{(c) Are program operations carrisd out at the same level
where decisions are wade?

{(d) Would it expedite program opsrations to delegate to
lower levels sutherity to make decisions?

(e) If decisions are made at the lsvel which requires
the report, hut program opsaratiens are carried on
8t a lower level, can good decisions be made on the
basiz of this information? Would it improve quality
of operations to Jelegate to the lower level authority
to make decisions?
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{f} Does the information raported follow the pattern of
anthority to make dezisions?

{g} Are copies of this report required by all points to
which fthey are sent?

(hj) 1s this the BEST metnod of reporting?

At this point the analyst shculd be prepared to make
recommendasions concerning (2} tne propsr level to which
information shouid be reported,; and (b)) the necessary
distridoution of copies. =Zaclk copy of the report should be
aceounted for, waking every etffort to eliminate the pos-
sibility of duplicate files, BElimination way be made at
aome [svels. The ansiyst way &lso be able to make
recoumenda< . ons Tor deisgatirg authority either to

speed up program cperations ¢r to 1mprove the quality

of those operations.

d, Compare Value ol Reports witn the Cost of Compiling Them

/

{1} This area of anaiysis is necessarlily & long-range part
ot the program, because 1t irvolves a detailed study of
source records and the procecures for complling, sub-
mitting, and summarizing required reports. In some
instances, information 1s obtained for a report from
source records which must be mmintained whether or not
a report is prepared. In other instances, it is nec-
essary to establish sourcs recordis and procedures
solely for the purpose of cowpiling a report. Requir-
ing offices may or way not have prescribed the types of
souUrce records or procedures. 1In some instamces the
manpower regquired to maintain source records for one
report will vary widely between msctivities,

To make a thorough cost aspmalysis, the analyst should
obtain as exact figures as poasible byv:

7 4 . . . N o .

{a) OUbtmining detaiied iaformation from selected pre-
sering activitiea or off'ices,

7 P B N . .

(o) ixing esvablished “:gures for the costs of handling
Jorms and maintaining Files.

{v) imvestigating use ot the report im the requiring
atfice and the time spent im all phases of sub-
Azquent report handiing such as reviewing and an-
aiyzimg,

{3} To determine costs amd o prevare presentation of cost
factors, the follewing questions must be accurately
answersd:

(a) Wnat records are required at preparing levels

sslely for the preparaticn of this report? What
A5 they cost 1n man hours”? What are equipment costs?
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(b) What feeder reports are reguired? What do they
cost in wan hours?

{z) What records are reguired at receiving levels solely
for the processimg of this report? What do they cost
in man hours? What are equipment costs?

(d) How many mar hours are regquired for actual prepara-
tion, imcluding postimg to worksheets, compilinmg,
typing, proofing, amd reviewing?

(¢) How wany man hours are required for smalysis by
those who receive reports, and for cempiling data
from these reporta?

(f) What are stowsge smd hamdlisg costs for each
copy, and primtimg costs for the report forms used?

(g) Doss the established overall meed for the report
and its use justify the cost?

Bection E. PLANNING AND DEVELOPING NEW
REPORTING SYSTEMS

Respomrsibility of the Reports Managewent Officer. To be of maximum
service to the operating offIcIal, the Reports Management Officer
is respomsible for assistimg him in developing reporting systems

which provide effective management control over his programs.

This respomaibiliity imvolves:

8. Encouraging him to establish reporting systems to provide
recessary controls,

b. Consulting with him om the data he neads.

c. Working out detsils of the reporting system, imcludimg the
design of records and procedures and the development of
instructions and directives, v

d. Educating personnel im the use of reported data, the records,
and procedures,

e. Evaluating the reporting system periocdically to determine if
it should be revised to comform with chamging needs,

Management Controls Defimed., Management comtrols provide imforma-
tion Tor the efficilent coordimation of men, money, and materials
according to a plan. This information is im terms of precisely
def'ined objectives, quamtities, cost limits,end time schedules.,
Management controls way be divided into two clesses:
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a. Clontrol of Pro

{L) Relevance of programs in meeting needs for which the
organization was estatilished.

() Effectivensss ot prograws.
{3) Progress of programs.
b. Control of Operating Perforumance.

1} Whether the organizatiom is currertly performiag in a
way which assures prosran realizatior within satisfactory
iimits of cost and guaiitv. sapnd within established time
schedules,
{7 Availabilitv of rescur.es anu taciilties.
Esgential Features amd Characteristice of an Effective System of
Control. The most popular form cf contrci is the use of account-
Tng, statistical, and narrative repor-s. Since menagement
situations are made ap of variacle elements, there is no soclution
Lo apply to ali of taewm. There are, however, tnese criteria of
a control system wni~h snoujd pe cons.cered in developing or
avaluating a reportliag syslem:

a. L must be possiole to associate vonditions with people respon-
1ivie Por thew.

h. Ffrocedures to obtain. organize. anc distribute information
must be writtem, standard., and specific,

{1} 'The scurce of the information and methcd of obtainimg 1t
must te specitied,

{1 The intormation iteeit must be defined,

Methods to record and distribute the informationm relating
it to other data must e Aescribed in detail.

ti Time scheduies for eacn vart of the control procedure
Mmust be establiished.

2. ‘there must be adecuate provision jor verifvinmg the accuracy of
the iaformation used Ior comntrol PUrgoses,

d. ‘the system must oe centrally sdministered and coordinmated.
2. 'l'he system wust pe economiral 5t rwanpower, equipment sand materials.

. 7The system wmust act be permitzed o delay the work of the
wrganization.

. ‘There should be am adequate crean.zaticn for imterpreting

the information, investigating irrepgular or unexplained
changes in performance.
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ho

There must be a basis for cowparing the information in order
to interpret it properly. These comparisons may be:

(1) Between current performance of two or more similasr but
independent operations.

(2) Betwsen current Performance of two or more individuals
who are performing the same type of work.

(3) Between the current performance of an organization or
individual and the performance of the same organization
or imdividual during past period,

(h) Between actual perforwance and formal program or operat-
ing objectives,

{(5) Betwsen sctual rerformance and wanagement's unstated or
informal desires; or beliefs as to what the performance
should be.

(6) Between actuml performance and specific standards of
performance set either arbitrarily, on the basis of past
performemce, or after analysis to determine what the
performance should be.

Information wmust be made available vwhile it is still current
enough for use,

The information should be obtained on = continuous basis as
long as it has control significance,

The system should be sufficiently flexible to allow ressomable
tolerance for human iwperfections and errors within the system,

Control informatiom should be organized to fit the requirements
of the people who will use it at various levels of the
organization.

There must be adequste provision for constant ad justment of .
the system to fit changes in the management situation,

Section F. DISSEMINATING FROGRAM INFORMATION

1. Publishing Lists of Reports

&,

Published lists of reports serve two main purposes: (1) They
prevert the creation of additional reports by publicizing
existing scurces of information, and {2) they serve as

ready references to ensure the prompt and proper submission
of reports.
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b. Hach Reports Managewent Officer is responsible tor publishing
lists of approved requirements for imternal reports. Lists
of external repowts will be publisted by Management Advisors
for Reports. Lists should furnish the following information
on each report:

{1} Title of the Report.
{?) Reports Control Symboi,
{1} Fraquency of submissicn and date report is due,

‘h) Form number or IOrmaT.

91 Requiring directives.

‘i) i¥istributlion of the crisinal sad coples,

1} Components or activities requlred 1o prepare the
rENOr T,

¢, ine order of listing reports rdepencs om the number of reports
smd the uses mwade of the iist. Lists may Ge arranged according to:

C1 Reporting frequencies, to ensure tnat reports are submitted
prowptly

Sub ject categories, to wgroup Logetner those reports in the
same genperal subject srss, i.e., accounting, comwunicatlons,
persormel, etc.

{43 Preparing offices, to furmis: them with a ready reference to
their reportimg workiomd. an® to ensure prompt submission of
TePOTLe .

oy gagq;n_;;tlg;( arranged alphabetically e

LisLs WAy #is30 ce arraagec according to combinations of the
ahove categories, Kach list should be accoupanied by a
ilatenment om the types of repurts exempted from the area reports
mgnmgerent DPrograim.

de;arting Hesu:ts of the gggrum The* chiet oi a cowporent having an
are.

program will wamt periodic progress reporis. Alsc the Management
Advisors for Reports will need periodic imformatiom om program status
to discharge their respomsibilities tor: ia) bvaluating and reporting
progress to higher suthority; (b)) coordinating program objectives;

{¢} determining problem areas; and (i) abstracting items of special
interest for dissewinatiom to ail Reports Management Officers. The
freguency of progress reports wiil depend upon the amount of activity
of each Reports Management Officer ani the requirements of his
respective Management Advisor for Reports. Progress reports should

not cover s longer span than three months. A copy of each area program
report submitted to the chief of a component should be furnished the
appropriate Managewent Advisor for Reports. Each report should provide
the following iamformation:
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a. Statistical summary of activity covering the elements listed
in paragraph 5, page 6,

b, Narrative summary of activity covering:

(1) Planmed Projects - A project is planmed when it has been
scheduled but 7ot started, A planned project should be
reported only oance., The title of the project and a brief
statement of its purpose and scope should be furnished.
Include estimated beginning date, potential program
benefits, and estimated wan hours that will be required,

{2) Projects in Progress - A project is im progress from the
time 1t Is sTarted until it is cowpleted., Only those -
projects cn which some action was taken during the reporting
period should be reported.

(3) Completed Projects - A project is complete when (1)
recommendations are accepted and the new procedure has
been installed, or (2) when recommendations are disapproved.
A brief summary of the results cbtained and the wman
hours expended should be givem, It is recommended
that exhibits be attached for ms jor projects, which may
be useful to other Reports Management Officers, '

(4} Problem Areas - Include program administration problems
a8 well as ??borting problems for which assistance is

desired from the Managewent Advisor for Reports.

Disseminating Publicity. Each Reports Management Officer should be
alert for ways to publicize reports management and the benefits

being derived from his program. Postera, fliers, brochures, staff
meeting presentations, and individual discussions should each be

used for variety, The Tncentive Awards Program should also be
publicized as a means of submitting suggestions for iwproving reports.,
The Records Managemant Staff, Management Staff; will assist you

in developing publicity projects,

19
Approved For Release 2005/11/21 : CIA-RDP70-00211R000300340001-9



3.

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300340001-9
APPENDIX A

TYPES OF ADMINISTRATIVE OR MANAGEMENT REPORTS AND
DOCUMENTS EXEMPTED FROM AREA
REPORTS MANAGEMENT PROGRAMS

Formal reports of audit, survey, or investigation by adwinis-
trative bodies appointed for that purpose. However, recurring
reports initiated by such bedies to obtain data are not exempt.

Cotments and/or concurrences as part of routine clearance of
propesed actions, requisitions, or publications.

Agency budget requirewents:

a. The annual estimate or request for funds required by
law., This exewmption does not imclude periodic collections
of data used to develop or supplement budget eatimates or
fund requests,

b. Reports upon apportionment and allecaticn of appropriated
funds.

The following operatimg documentss

Affidavits Identification
Agreements Leases
Anmouncements TLiens
Applicetions or requests Oaths of office
Authorizations Payrolls
Bids Permits
Bills Performance bonds
Billa of ladinmg Receipts
Certifications Receiving-and-inspection forms
Claiwms Requisitions '
Contracts and initial Sales slips

allied papers Shipping orders
Depositions Specifications
Guarantees Statements of witnesses

This exemption covers only the actual operating documents them-
selves., Reports concermning progress in preparing, numbers proc-
‘essed, etc., are not exempt.
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DATE OF RLQUEST

REQUEST FOR APPROVAL OF NEW OR REVISED REPORTING REQUIREMENT

sttt v Ty}

TO:

:
k!
:
i S e _ S I e
THROUGH : ’
i. PERSON TO CONTACT NAME ROOM NO. BUILDING 3 FHONE ';
REGARDING REPORT i !
i . S . i , S [ P e
2. TITLE OF REPORT AND REPORTS CONTROL SYMBOL I|F ONE HAS BEEN ASSiGNED i
35 TYPE OF  [4. IF REVISED, STATE NATURE OF REVISION i
REPORTING i
_.REQUIREMENT i
NEW i
REVISED 1
5. LIST ANY REPORTS TO BE SUPERSEDED BY THIS NEW OR REVISED REPORTING REQUIREMENT | 6. PROPOSED DURATION OF REPORY !
INDEFINI T %
TEMPORARY (Indicate period} i
i
7. CITE DIRECTIVES., AUTHORITIES OR INSTRUCTIONS ORIGINATED BY YOUR IMMEDIATE ORGANIZATIONAL ELEMENY WHICK SEQUIRE
THIS REPORT
1
8. CITE OTHER CURRENT DIRECTIVES, AUTHORITIES OR INSTRUCTIONS AFFECTING THE REPORT
9. REPORT FORMAT (Form no., memo, machine | 10. REPORTiNG FREQUENCY (Daily, weeklyl11. DATE REPORT !5 DUE IN YOUR 'x
tabulation, etc.) monthly, as situations occur, etc.) OFFICE {
12. DESCRIBE SUPPORTING MATERIAL TO BE SUBMITTED WITH REPORT
/ -
13. ACTIVITIES OR COMPONENTS REQUIRED TO SUBMIT THIS 14. DISTRIBUTION OF REPORT ;
REPORT ORIGINAL ki
Ccoptes S o g
d
]
i
3
i
i
|
j
i
|
i
|
i
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15,

affected if theA

ODETAILED NEED FOR AND USE OF THIS REPORT (Include a statement of how your program or operations would be
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E;:}J CONTINUED ON SEPARATE SHIL T

§ RECOMMENDAT | ONS

DA

REVIEW BY CHIEFS OF COMFONENTS

TECOMMENDATIONS

E JCONTTNUED ON SEPARATE SHIiIr

SIGNATUKEF

[T ] coNTINUED oN SEPARATE Swirt

ST GNATURE

REPORTS CONTROL SYMBOL ASSIGNE: DATH

SIGNATURE
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1. DAVE OF SURVEY 2. TYPE OF REPORT

REPORT SURVEY

3.PERSON TO CONTACT [NAME COMPONENT ROOM NO. AND BLDG. PHONE
REGARDING REPORT

|REQU|RED I JPREPARED

4, REPORT TITLE

5. AUTHORITIES OR DIRECTIVES REQUIRING THtS REPORT

6. REPORTING FREQUENCY (Daily, weekf;jiabg;zl;iﬁ;;:S}}ua- 7:7§EF6RfW}b§§;}A?¥$rm no.,ihemorandum, machine tabula-~
tions occur, etc.) tion, etc.)

8. DATE REPORT 1S DUE 9. NUMBER OF REPORTS RECEIVED/PREPARED ANNUALLY IF REPORT
IS A "SITUATION" REPORT

10. OFFICES OR ACTIVITIES REQUIRED TO SUBMIT TH!S REPOR 11. DISTRIBUTION OF THIS REPORT

ORIGINAL:
COPIES:

y2. ESTIMATE OF THE NUMBER OF MAN HOURS REQUIRED TO PREPARE TH1S REPORT ONE TIME. INCLUDE MAN
HOURS REQUIRED AT ALL LEVELS TO MAINTAIN RECORDS, COLLECT DATA, PREPARE FEEDER REPORTS, AND

COMPILE THE FINAL REPORT. « « « + o « o+ o o o s o o oo s m oo e n el e e
13. COMPLETE THE FOLLOWING AS APPROPRIATE TO EITHER A "REQUIRED" OR "PREPARED" REPORT, OR BOTH. USING VES NO
SPACE 14 [F NECESSARY.
A DOES THIS REPORT DUPLICATE I[N WHOLE OR IN PART ANY OTHER REPORT? tF 50 PLEASE EXPLAIN.
B. I'sS THE INFORMATION REPORTED IN MORE DETAIL, SUBMI TTED MORE FREQUENTLY, OR GIVEN WIDER DISTRIBUTION
THAN 15 CONSIDERED NECESSARY T0 SERVE THE PURPOSES FOR WHICH THE REPORT WAS ESTABLISHED?
Cc. 1S TH!S REPORT THE RESULT OF AN ADMINISTRATIVE OR PROCEDURAL PROBLEM WHICH S5HOULD BE CORRECTED
RATHER THAN REPORTED oN1?
D. COULD THE PURPOSES OF THIS REPORT BE SERVED BY DIRECT SUPERVISION OR INSPECTION, OR BY BRIEFINGS,
STAFF MEETINGS, ETC.?
E. HAS OFFICE ROUTINE EVER BEEN DI SRUPTED OR HAS OVERTIME EVER BEEN REQUIRED TO MEET THE SUBMISS!ON
DATE FOR THIS REPORT?
F. DO YOU RECOMMEND THAT THE FORM OR FORMAT OF THIS REPORT BE REVISED WI TH RESPECT TO:
(1) SPACING?T o v v o o e e e e e e e e e e e e e e e e ..
{(2) WEIGHT OF PAPER? e T
(3) POSSIBLE ELIMINATION OF TRANSMITTAL CORRESPONDENCE? . . . . . . . . . .. . . . .
G, IF THE REPORT IS REPRODUCED BY MIMEOGRAPH, DITTO, MULTILITH, ETC.., DO YOU RECOMMEND THE PROCURE-
MENT OF REPRODUCI BLE MASTERS WITH HEADINGS, LINES, ETC. PREPRINTED THEREON TO EXPEDITE PREP ARATION
OF THE REPORTT?
H. WoULD YOUR OFFICE DISCONTINUE:
(1) MAINTAINING e
(2) COMPILING  « + o o o = =+ e o o s oo s e
me saTe soADBFEVEH FOF RefedEE J00/A1/21°! GIASRDBY0-60211R600300340001-9 "
{ovER)
FORM NO.
FORM NO. 59| - (22- 361
R atat N 1a S B atkal



14. REMARKS (If you require this report
contemplated ac
If you prepare APP report
the report is worth its cost.
repert. )

U rnits

briefly state its purpose, and fully justify its continuance. State any
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RLLUMMENI)ATION “

DATZ TITLL

eneral opinion of its value. Cite any evidence or lack of evidence that
Recommend any improvements, inciuding methods for preparing and submitting the
L _________ Jcovitnuey on stearaTr swig o
REVIEW BY CHIEF OF COMPONENT
I::] SEFARATE SHUF T

LONMTINUED ON

SIGNATURFE

|
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1. REPORT TITLE

2, SUCJECT CODE

3. CONTROL SYMBOL

TYPE QF REPORT

lREOUlRED PREPARED
B, FREQUENGY €, DUE DATE 7. SHOULD BE LISTED
IYES NQ_

1 8, FORM NO, OR FORMAT

9; DIRECTIVE REQUIRING SUBMISSION OF THE REPORT

10, OTHER CURRENT DIRECTIVES OR INSTRUCTIONS AFFECTING THE REPORT

11, OFFICES OR ACTIVITIES REQUIRED TO PREPARE THE REPORT

12, DISTRIBUTION
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INTRODUCTION

A sage old fire chief at a large naval base was being questioned about

fire regulations. fWhat about reporting fire hazards?" he was asked.
wif you mean in writing, heck nol" he replied (but probably in somewhat
stronger terms). And he added, "By the time | got the word the darn place

would be burned down!"
The Chief didn't know it, but he was practicing reports management. Sim-
ple and direct reporting of essential information was what he wanted.

And it paid off, judging from his excellent fire prevention record.

Unfortunately, most Agency requirements for reports cannot be stated as

simply, nor complied with so easily. Extensive activity requiring ad-
ministrative or management contro!l, a complex organization, and changing
conditions tend to complicate the reporting picture. Thus an analysis

of your reporting requirements is essential——at the time they are created
and periodically thereafter. Here is your guide.

This pamphlet is not a complete course in reports analysis. instead, it
is a collection of what might be termed "thought starters," to create a
consciousness of the keys to sound reporting, and to serve as a check
list during your analysis. Additional copies may be obtained from the
Reports and Correspondence Management Branch, Management Staff.
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ANALYZING REQUIREMENTS FOR ADMINISTRATIVE AND MANAGEMENT REPORTS

PLANNING YOUR ANALYSIS

==
Analyzing requirements for reports is simply applying the logic: [f the
information isntt needed, dont't ask for it. 1f a report is necessary,

assure that only essential data is compiled and submitted by the simplest
and most direct means.

But significant results cannot be achieved by hit or miss tactics. A
planned analysis is necessary. Reports that are interrelated must be
studied together. Some are alike according to the functions they serve or
the subjects they cover. Others, sometimes called '"feeder reports'" are
only small segments of a reporting network designed to provide top man-—
agement with a single document of information. The relationship of these
nfeeders" to the end product must be considered.

QUESTIONING THE BASIC NEED FOR A REPORT

s there a sound need for the reportasa whole as well as for every item
in the report? Consider these questions in making your decision...

® |s the information reported, appropriate to the assigned functions,
responsibilities, or authority of the component requiring it?

® Does the report serve a purpose which could be accomplished some
other way, such as through direct supervision or inspection?

® Does the need for the Eeport result from an organizational or pro-
cedural problem which should be corrected rather than reported?

® Can the requiring office obtain the same information from another
source or in a different format or manner, e.g., & copy of another
report, a machine tabulation from punched cards maintained for an-
other component, or copies of operating documents?

e !s the information reported actually and actively used as a basis
for actions, plans, or decisions, and do these uses fully justify
the cost required to prepare the report? Or asked another way——is
full use being made of the information, or is it being gathered be-
cause "it1s nice to know," or because some day there may be a use

for ite
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ANSWERING THE NEED
ESSENTIALS OF A GOOD REPORTING REQUIREMENT - Let's assume you're sure a

report is needed in its entirety. That's a good start; butthere are many
other aspects of reporting that must be considered. Check for these...

Reporting Frequency — The reporting frequency must be consistent with
the frequency with which the information is used. More frequent re~
porting is not justifiable. Furthermore, the frequency between each
report should be of such length that significant changes are reflected.
Programs on which information s reported often decelerate rapidly.,
Unless changed, the reporting frequency soon becomes unrealistic.
Then too, the opposite may occur<—the pace of a program is stepped
up, or situations begin to happen so frequently that they should be
summarized, rather than reported separately. Check a series of re-
ports. What frequency is needed 1ow; what is the trend?

Due Date -~ The datea report is due inan office should, if possible,

be one convenient to the reporting activity. End-of-month, end—off

quarter, and end-of-year reporting should be avoided |f possible

since reporting workloads are heaviest at these times, Moreover,

due dates should be based on working days, not calendar -days. De-
! termine the number of times the p-eparing office was unable to meet
- the due date. Also, how many times did a due date disrupt office
. routine to the detriment of operations? Was overtime ever required
' to meet the date?

: Report Format

. A good report format should meet these criteria...
& Be simple in design, and standard for each preparing activity.

® Provide fortransmitting the report without covering correspond-
ence. ‘

® Be arranged sothat the report can be prepared from records nor—
mally maintained by the preparing activities, yet designed +to
permit the recipient to locate information readily and apply it
to his needs.

EOne of the surest ways to meet thesecriteria is to require that the
§report be submitted onan Agency form. Consider these additional ad-
rvantages...

® Reports submitted on formscan be readily identified thusspeed-
ing their routing, processing, filing, and ultimate disposition:
{from a records retirement standpoint).

® instructions for preparing and submitting the report can be
placed on the form for ready -eference.

~
— P
L
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However, the fact that a report presently is being submitted on an
Agency form does not exclude its format from a reappraisal. Require-
ments for information change. The format satisfactory yesterday may
be inadequate today. For example...

® |s there sufficient space in each box for fill—in?

® is the form printed on such heavy stock that thenumber of legi-
ble copies needed cannot be made at one typing?

® Are reports prepared insuch volume that carbon interleaved snap-
out sets would be advantageous?

@ |f copies are duplicated, do the masters (stencil, Ditto, mul-
tilith, etc.) contain the maximum amount of preprinted data?

Report Directive — Requirements for reports should be established

by clear and complete written directives. Good directives mean good
reportingl Consider these points...

PROVIDING A SINGLE Cancel all previous directives which

SOURCE OF INSTRUCTIONS required the report, incorporating
necessary past instructions in the
new directive as an aid to personnel
preparing reports.

PURPOSE AND USE State clearly the purposes or uses
of the data being collected. The
Office which prepares the report needs
to know the purposes and uses to (1)
assure that the data reported will
accomplish the objectives intended,
and (2) make more accurate decisions
in doubtful cases.

REPORT TITLE indicate thecorrect title of the re-
portforlateridentification. Titles
should be descriptive of contents.

DUE DATE OF REPORT Specify the date on which the report
is to arrive at its destination. For
situation reports, specify how soon
the report must be received after oc-
currence of the event. Establish a
due date fora recurring report which
allows the reporting workload to be
more evenly distributed by theoffices
preparing and receiving the report.

- 3 -
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PERIOD OR SITUATION
COYERED

FIRST SUBMISSION
OF THE REPORT

TERMINATION OF
REPORT

PREPARING ACTIVITIES

DISTRIBUTION

FORMAT (IF NO FORM
IS PROVIDED)

USE OF FORM

SOURCE OF DATA

Spzcify the period of time, 'as of!
date, or precisesituation to be cov—
erzd by the report, If data from
several different reports are to be
correlated, assure that the period$
covered in these reports are compara-
bie.

Specify when the requirement becomes
effective, such as the date that the
first recurring report is to be re—
ce ved, or the first period to be
covered.

For a temporary report, specify ex-
actly when it is to be discontinued.

Stete specifically the types of ac—
tivities which are to preparethe re-
port.

Specify the number of copies to be
prepared. Specify where each copy is
to be sent.

Specify the format for the items to
be reported to (1) help insure uni-
formity in data reported and (2) sim-
plify the transcription, comparison,
evaluation, or other use of the data
when it is received.

Be sure the form includes information
on wherethe report is to be forwarded,
and from whom it is sent ('from!' and
'to' information), in order to avoid
use of separate transmittal corre—
spondence. Request offices not to
submit covering transmittal corre-
spondence with reports prepared on
forms.

Specify where preparing offices are
to secure supolies of the form, and
the requisitioning procedure.

Specify the source from which the in-—
formation is to be obtained to (1)
assist the preparing office in easy
compilation, and (2) insure compara—
ble data from all activities.

~ 4 -
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PROCEDURES FOR Specify recommended procedures -for
COMPILING obtaining and compiling the data.
This will (1) aid preparing offices

to use the best methods, and (2) in—
sure accuracy and consistency of “the
report.

WORDING Give clear instructions on each item
to be reported. Use simple active or
imperative verbs (as 1Enter the total
cost...'), Giveonly one instruction
in a single sentence. Keep the sen-—
tence concise. Be sure that the in=
structions canbe interpreted in only
one way. 1

Need for Copies — A positive as well as a negative approach must be
faken in determining the need. For instance, assure that all who
have an interest inthe report are receiving sufficient copies. Also,
do the recipients have any recommendations for improving the report.
On the other hand, copies of reports are costly. They increase the
volume of records our Agency must handle, store, and dispose of.
They slow down report preparation procedures. One extra copy can
double typing and proofreading time if that copy makes 1Iwo typing
runs necessary. Check tomakesure that every copy provided is serv-—
ing a useful purpose. Ask recipients...

v Do they wish to remain on distribution?
v Can they obtain similar data from another source?
V' 1s all the data utilized? |f not, which can be eliminated?

Consider the cost of each copy. Count yourcopies; make your copies
count!

PREPARING AND SUBMITT ING REPORTS — Methods of preparing and submitting
reports are almost as varied as there are types of reports. However,

here are a few pointers having general application.

® Are files .and other records arranged in such a manner that data can

be readily extracted?

® Do fiscal and other accounting records contain control totals so that

the accuracy of detailed data can be checked?

® Can fiscal and other accounting data be maintained on a cumulative

basis to eliminate last minute workloads?

- 5 —
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;0 For historical, progress, and other documentary—type reporting, is
. a brief running account of significant events and accomp!ishments
maintained to avoid trying to "think back" over the period?

;o Do graphs and charts reflect cumulative data? This is, is informa-
. tion added to the same reproducis!e master each reporting period?

® Do reproduction masters (Ditto, multilith, stencil, etc.) contain
! the maximum amount of preprinted data?

® Can data be recorded for photographic reporting, e.g., maintained
. currently on flex—o-!ine strips, "menu boards," or production con-
trol boards?

® Can machine tabulation procedures be usedr?

® Are reports that are self explanatory forwarded without transmitta)l

: correspondence? Reports are considered self explanatory if Sub=
mitted on forms containing spaces for 'To, ' 'From,! and the signak
ture of the signing official.

SUMMARY

Plan your analysis, keeping in mind those reports that are interre-
lated.

Determine management's basic needs for reports.

| Assure that the following essentials of a good reporting reqdirement
answer these needs. ..

VvV  Realistic feporting frequency,

V' Practical due date.

VvV Efficient format.

vV Clear and complete written directive.
vV Realistic requirements for cosies,

EEnsure that reports are preparedand submitted by the most efficientf
‘means. '

If these points are considered, you can be assured of...

FEWNER REPORTS, BETTER REFORTS, AT LESS COST!

-6 -
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PAGE OF PAGES
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Name of employee X X | X | X Lo
 Place of employment x | xlx |x L
> Time of injury X X | X | X L
Place where injury occurred X X X X N
® Cause of injury X x| x | x L
Nature of injury X X X X b
Names of witnesses X X X 3
! Statements of witnesses X . 1
® pttending physician's report X X X 3
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11 L
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3
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SAMPLE FORM MEMCORANDUM FOR INITIATING A REAPPRAISAL OF REPORT

MEMORANDUM FOR: (Chief of the organizational element which
requires or prepares the report)

' SUBJECT: (Title and reports comtrol symbol of the report)

REFERENCE : (Directive which requires the report)

1. Ome of the fumctions eof our Reports Mapagement Program
is the periodic reappraisal of requirements for reports. In
this menner momessential reportimg 18 disclosed and eliminated,
and essential reporting systems are further improved.

2, Our records indicate that your organization (prepares/
requires) this report im accordance with the referemced
euthority. Your assistance in reappraising the report is there-
fore requested. Please have the mewber of your staff responsi-
ble for this report complete the emclosed Report Survey forms and

return ore copy to us within ter days. Any directives, correspondence,

imstructions, revised forms or other waterial concerning this
report which have mot been Purpished us should also be forwarded.

3. The enclosed form comtains questions which provide
criteris for evaluatinmg the report. Additional guidarice may be founrd
in the pamwphlet "Amalyzimg Requirements for Adwinistrative and
Mansgement Reports,"” obtaimable from our office. For this
gggﬁhlet or for further imformation please cell us on extension

Repoin‘MiﬁiEEﬁEﬁt‘Utficor

Enclosures
Form No. 521 (2)
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